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Mission Statement 

 

The Windows to Work program will promote self-sufficiency for individuals returning to the community 

through the development of constructive skills and the modification of thought processes related to 

criminal behavior. 

 

Program Description 

 

Windows to Work is a pre- and post-release program designed to address criminogenic needs that can 

lead to recidivism, including: employment, education, anti-social cognition, anti-social personality, and 

anti-social companions. The Department of Corrections (DOC), through Appropriation 112 and Reentry 

Purchase of Service funds, holds a contract with each of Wisconsin’s 11 Workforce Development Boards 

(WDB) to provide, or subcontract to provide, a program at selected state correctional institutions or 

county jail facilities in each workforce development area (see Windows to Work Program Sites Chart for 

specific locations). Instruction begins in the institution/facility approximately 2 to 12 months prior to a 

participant’s release, and continues in the community for approximately 12 months following his/her 

release. 

 

The five components of Windows to Work are: 1) Cognitive Intervention, 2) General Work Skills and 

Expectations, 3) Financial Literacy, 4) Community Resources, 5) Job Seeking, Applications, and 

Resumes. Participants receive classroom training in the five core components during the pre-release 

portion of the program (see Windows to Work Curriculum Outline beginning on page 47 for a detailed 

description of each component and required learning activities). Following a participant’s release from 

incarceration, the Windows to Work Coach will collaborate with the Division of Community Corrections 

(DCC) agent to assist participants with job search and job retention activities. Participants additionally 

receive assistance in accessing available community resources to address needs for food, shelter, clothing, 

transportation, and other services. Windows to Work programs sometimes have limited funds to assist 

participants in addressing barriers to employment such as transportation, education, identification and 

work supplies. 

 

For an illustration of the program design, please see the Windows to Work Logic Model (page 7). 

 

Program Goals 

 

 Reduce recidivism for participants released from incarceration 

 Increase employment placement opportunities for participants 

 Increase length of employment retention for participants 

 Increase wages of participants 

 

Program Objectives 

 

 Program participants will have a lower rate of recidivism than those who did not participate in or 

successfully complete the program at 12, 18, 24 and 36 months following release 
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 Program participants will obtain employment or be enrolled in educational/technical programming 

within 90 days of release from incarceration 

 Program participants will progress in a career pathway while participating in the program (using 

wages as the measurement) 

 Program participants will have longer episodes of employment than those who did not participate 

in or successfully complete the program at 6, 9, 12, 18, 24, and 36 months following release 

 Program participants will be employed at a higher rate than those who did not participate in or 

successfully complete the program at 3, 6, 9, 12, 18, 24 and 36 months following release 

 

Outcome Measures 

 

As of 2016, Windows to Work outcome measurement is focused on four outcome areas that were chosen 

through discussions and logic model creation between DOC staff and the Windows to Work Program 

Director, and adapted to address feasibility and redundancy: 

 

 Recidivism: The percentage of Windows to Work participants that recidivate one, two and three 

years after release, as determined by the DOC definition of recidivism: A new offense resulting in 

a conviction and sentence to the Wisconsin DOC during the specified follow-up period.  

 Employment Rate: The percentage of employment eligible Windows to Work participants that are 

employed at three, six, nine, twelve, eighteen, twenty-four, and thirty-six months after release. 

 Employment Duration: The percentage of Windows to Work participants who have an 

employment duration that falls within either 1 to 3, 4 to 6, 7 to 9, 10 to 12, or 12 or more months 

following the start of their employment eligibility. 

 Employment Wages: The average hourly wage of employed Windows to Work participants at 

three, six, nine, twelve, eighteen, twenty-four, and thirty-six months following first employment 

start-date. 
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Windows to Work Program Sites 

 

The table below provides a list of Windows to Work program sites. Due to contract adjustments and 

institutional availability, this list is subject to change. Further, a map is provided on the following page 

which displays the 11 Wisconsin WDB areas. 

 

DOC Program Site* Workforce 

Board Area 

County of Release for Priority Enrollment 

Chippewa Valley Correctional 

Treatment Facility 

West Central, 

Northwest 

Clark, Eau Claire, Pepin, Pierce, St. Croix, Polk, Dunn, 

Barron, Chippewa, Taylor, Price, Rusk, Sawyer, Washburn, 

Burnett, Douglas, Bayfield, Ashland, Iron 

Fox Lake Correctional Institution South Central Dane, Columbia, Sauk, Marquette, Dodge, Jefferson 

Jackson Correctional Institution Western Buffalo, Trempealeau, Jackson, La Crosse, Monroe, Juneau, 

Vernon, Crawford 

Kettle Moraine Correctional 

Institution 

Bay Area Brown, Manitowoc, Sheboygan, Outagamie 

Milwaukee Secure Detention Facility Milwaukee Milwaukee 

New Lisbon Correctional Institution Western Buffalo, Trempealeau, Jackson, La Crosse, Monroe, Juneau, 

Vernon, Crawford 

Oakhill Correctional Institution South Central Dane, Columbia, Sauk, Marquette, Dodge, Jefferson 

Oshkosh Correctional Institution Bay Area, Fox 

Valley 

Green Lake, Fond du Lac, Calumet, Oconto, Winnebago, 

Waushara, Waupaca, Outagamie, Manitowoc, Sheboygan, 

Brown, Shawano 

Prairie du Chien Correctional 

Institution 

Southwest Rock, Richland, Grant, Iowa, Lafayette, Green 

Racine Correctional Institution Milwaukee, 

Southeast 

Milwaukee, Racine, Walworth, Kenosha 

Redgranite Correctional Institution Fox Valley Green Lake, Fond du Lac, Calumet, Winnebago, Waushara, 

Waupaca, Outagamie 

Stanley Correctional Institution West Central, 

Northwest 

Clark, Eau Claire, Pepin, Pierce, St. Croix, Polk, Dunn, 

Barron, Chippewa, Taylor, Price, Rusk, Sawyer, Washburn, 

Burnett, Douglas, Bayfield, Ashland, Iron 

Taycheedah Correctional Institution Bay Area Brown, Outagamie, Sheboygan, Manitowoc 

Adams County Jail North Central Adams 

Douglas County Jail Northwest Douglas 

Rock County Jail Southwest Rock, Green 

Waukesha County Huber Facility W-O-W Waukesha 

Wood County Jail North Central Wood 

 

*Current as of June, 2018 – subject to change 
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Windows to Work Coach 

 

The Windows to Work Coach is the contracted staff member primarily responsible for the implementation 

of Windows to Work programming. He/she is employed by the WDB or the subcontracted agency and is 

given limited access to DOC technology resources and, upon acceptance to the program, participant 

information. Serving as a link between incarceration and the community, the Coach provides both pre- 

and post-release services to participants in order to assist in the transition from incarceration to the 

community. This allows for a type of continuous service that is vital to the participant achieving self-

sufficiency.  

 

During the pre-release phase of the program, the Coach provides classroom training in the five core 

program components, as well as providing individual release/case planning in conjunction with the 

institution social worker and/or DCC Agent (please note that for jail programs, portions of the classroom 

instruction may actually occur in the community). While providing services to participants pre- and post-

release from incarceration, the Coach develops and maintains contacts in each community, forming a 

network of employers, residential property owners, educational institutions, community support agencies 

and treatment providers willing to assist Windows to Work participants.  

 

Working in coordination with the DCC Agent during the post-release phase, the Coach assists participants 

with job search and job retention activities. The Coach is available to employers to problem solve and 

assist participants in taking corrective actions in order to retain their jobs, thereby reducing costly 

employee turnover for employers. 

 

Program Participant Selection 

 

Enrollment in Windows to Work is voluntary, and potential participants shall be counseled regarding their 

programming options, including discussion about requirements and expectations of the Windows to Work 

program. There are three methods for referral of participants to the program: self-referral, referral from 

institution staff, and recruitment based on a list forwarded from DOC Central Office. These methods will 

be examined further below, but general eligibility requirements* for Windows to Work include: 

 

 Currently incarcerated at a participating institution/county jail (see chart). 

 Priority enrollment will be given to participants whose established agent of record is within the 

WDB area tied to the participating facility (see chart). 

 Participant is releasing from incarceration no less than 60 days or more than 12 months after 

enrollment into program (length of pre-release portion of program varies from area to area). 

 At least one year remaining on community supervision after release. 

 Not medically identified as “no work” status. 

 Mental health stability adequate for participation in competitive full time employment. 

 No detainers that would prevent participation post-release. 

 COMPAS Risk Level Recommendation of medium, medium with override consideration, or high. 

 No history of SSI/SSDI benefits within 12 months preceding current incarceration and will not be 

eligible for SSI/SSDI upon release. 

 

*There may be additional eligibility requirements depending on area of release. 
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Participant Referral: 

If an individual believes they meet these criteria, they can apply to be involved in the program (self-

referral) by completing the Windows to Work Program Participant Referral form (DOC-2541) and the 

Authorization for Disclosure of Non-Health Confidential Information form (DOC-1163) and forwarding 

to their institution social worker. If an individual does not have access to these forms, they can request 

them from their institution social worker. Once the forms are completed by the potential participant, the 

institution social worker will fill out required information and forward (copies) to the Windows to Work 

Coach. In some cases, the Windows to Work Coach may conduct monthly orientations or informational 

sessions for individuals so that they may be made aware of the program. 

 

A second method of entrance to the program can occur through a referral from institution (or DCC) staff. 

As above, the DOC-2541 and DOC-1163 shall be completed and forwarded to the Windows to Work 

Coach. 

 

The third method of referral to the program is through recruitment of participants based on a monthly 

eligibility list that is forwarded to institution staff and the Windows to Work Coach. This list originates in 

Central Office, and contains basic information about individuals who are incarcerated at a participating 

institution and who are releasing to the participating workforce board area. Additionally, the list identifies 

each individual’s “work status”, sex offender status, detainer information, projected release date, length of 

supervision remaining in the community, COMPAS risk level recommendation (if available), and 

assigned DCC agent. From this list, staff can identify potential participants and complete DOC-2541, and 

DOC-1163, as well as other necessary documentation. 

 

For programs operating in a county jail or Huber facility, a process for participant referrals shall 

be determined by DOC and county jail staff, as well as the local WDB or subcontracted agency. The 

Referral for Services form (DOC-1336) should be utilized as part of this identified process. 

 

COMPAS: 

DOC utilizes the COMPAS risk/needs assessment tool that provides an indication of how likely (risk) an 

offender is to recidivate both generally and violently within two years post-assessment. In addition to risk, 

COMPAS also provides information relative to the level of criminogenic need (factors shown to be 

statistically correlated with recidivism) in the offender’s life. Within DOC institutions, program 

assignment(s) are based on the COMPAS criminogenic needs scales as well as a comprehensive review of 

all collateral information demonstrating aggravating/mitigating factors that are not evident through the 

COMPAS tool. Thus, it is essential that this COMPAS assessment is completed prior to participants 

enrolling in the Windows to Work program. As contracted staff do not have access to COMPAS, it is 

important that institution staff are providing this information in a timely manner to ensure program 

integrity. If a participant is interested in (and eligible for) the program, the following guidelines can be 

followed regarding COMPAS: 

 

 If a Core assessment has been completed for the current incarceration (within the past 2 years), the 

existing Core assessment is sufficient to determine program eligibility. 

 If a Core assessment has not been completed and an offender is timeframe appropriate (to release), 

a Reentry assessment can be completed to determine eligibility. 

 If a Core assessment has not been completed and an offender is not timeframe appropriate for a 

Reentry assessment, a Legacy assessment can be completed to determine eligibility. 
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Once complete, DOC staff should forward copies of the COMPAS Bar Chart and Narrative, DOC-2541, 

and DOC-1163 to the Windows to Work Coach. Only individuals with a COMPAS Risk Level 

Recommendation of medium, medium with override consideration, or high shall be further considered for 

enrollment. Further, in addition to evaluating risk, research suggests that resources are best utilized when 

participants are selected based upon their individual level of need. For Windows to Work, this means that 

participants should have a medium to high level of need in the areas of employment and/or education (as 

indicated in their COMPAS assessment).  

 

The Windows to Work Coach shall meet individually with interested, eligible participants and determine 

a final list for enrollment (see “Group Size/Frequency” section). Participants shall then (or prior to this 

point) sign the Authorization for Use and Disclosure of Protected Health Information (DOC-1163A). The 

Windows to Work Program Enrollment (page 17) list shall then be forwarded to the DOC Site 

Coordinator and the DOC Reentry Employment Coordinator, and can be provided to other interested 

parties (workforce board, DCC agents, etc.). 

 

Low Risk Cases: 

There are situations when an individual will have a COMPAS Risk Level Recommendation of low, but 

will subsequently be supervised in the community at an intensive (or high) supervision level. In these 

situations, a DOC supervisor provides an override of the COMPAS Risk Level Recommendation, which 

is reflected as the COMPAS Actual Supervision Level. This does not necessarily indicate that an 

individual’s risk level has increased, but that it has been determined that he or she should be supervised in 

the community at a higher level. Therefore, the COMPAS Actual Supervision Level should not be relied 

upon solely to determine if an individual with a COMPAS Risk Level Recommendation of low should be 

enrolled in the program.   

 

If an individual has a COMPAS Risk Level Recommendation of low, and staff believe there are 

circumstances which indicate he/she would be an appropriate placement, further discussion can occur 

between the Coach, social worker (or DCC agent), DOC Site Coordinator, and/or DOC Reentry 

Employment Coordinator. Final determination of eligibility and enrollment will be made by the DOC 

Reentry Employment Coordinator.  

 

Acceptance Letter: 

As appropriate, each Windows to Work Coach may provide an acceptance letter for each participant at 

enrollment. This letter, if utilized, should detail the program requirements and timeline, and can be 

forwarded to the participant, their institution social worker, and DCC Agent. 

 

Case Transfer: 

Windows to Work was originally designed so that both pre- and post-release services were provided by 

the same Coach. Therefore, participants could not enter a Windows to Work program at a facility that 

didn’t also serve the area to which they were releasing (see chart). However, in an effort to increase 

enrollments and better serve individuals who will be releasing to the community, the structure of 

enrollments in Windows to Work has been adjusted to allow for transfers between WDB areas. Due to 

increased collaboration between WDB areas, and the standardization of the program, the structure of the 

program has changed such that individuals at a participating institution may now (in most cases) enroll in 

the program while incarcerated and transfer to the program in the WDB area where they are releasing 

after incarceration. Transfers of participants will still depend on staff availability and resources. 
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Priority enrollment will be given to participants whose established agent of record is within the WDB area 

tied to the participating facility (see Windows to Work Program Sites, page 9). For example, priority 

enrollment for the Windows to Work program at Oakhill Correctional Institution will be given to 

individuals who are releasing to Columbia, Dane, Dodge, Jefferson, Marquette, and Sauk counties. Once 

all interested and eligible individuals are considered from the above mentioned counties, individuals who 

are releasing throughout the state may be considered for enrollment in the program.  

 

In cases where a program provider identifies potential participants who are releasing to a different WDB 

area, the following shall take place prior to enrolling participants: 

 Staff shall keep up to date information in the statewide transfer spreadsheet regarding whether or 

not they are able to accept transfers to their area.  

 Staff in originating area shall check the status of the transfer spreadsheet prior to enrollment in the 

program to determine if the receiving area has the capacity to serve participant after release from 

incarceration. When appropriate, staff shall make contact with staff in the receiving area to clarify 

any questions or concerns prior to enrollment. 

 If receiving WDB area does not have resources or ability to accept participant, he or she should 

not be enrolled in originating area. 

o Some WDB areas may not be able to accept individuals from other areas due to the 

existing population in their area. It is important to note that the decision on whether or not 

to accept a participant is determined by the receiving WDB area. 

 If receiving WDB area has resources and ability to accept participant, then the participant may be 

enrolled in originating area.  

 

It is important for staff in the receiving and originating WDB areas to communicate with one another 

throughout the course of providing services for participants. Staff should communicate at least monthly 

about the progress of the participant. This can be done via email, phone, or in-person. Where appropriate 

and feasible, Coaches from the receiving area should make efforts to meet with the participant prior to 

his/her release from incarceration. Finally, participants should be given all necessary contact information, 

and a meeting should be scheduled for the participant to meet with the Coach in the receiving area within 

two week of his/her release. 

 

The tracking of transfers should be completed in the Program Data Collection System (PDCS). A full 

description of the PDCS is available on pages 29-42. In short, an individual who begins the program in 

the originating WDB area should be listed as a “New” enrollment. When the individual completes the 

portion of the program in the originating WDB area, his/her program end date should reflect the 

participant’s release date and should be entered with an end code of “Transferred”. The Coach in the 

originating WDB area should then contact the Coach in the receiving WDB area of the transfer to 

communicate the transfer is moving forward. The participant should then be enrolled in the program in 

the receiving WDB area reflecting the same release date for the participant and with an enrollment type of 

“Transfer”.   
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Windows to Work 

Program Enrollment 

 

Department of Corrections (DOC) Program Site: (ENTER INSTITUTION/FACILITY) 

 

Program Provider: (ENTER NAME, AGENCY) 
 

 

Windows to Work is a pre- and post-release program designed to address criminogenic needs that can 

lead to recidivism, including: employment, education, anti-social cognition, anti-social personality, and 

anti-social companions. The five components of Windows to Work are: 1) Cognitive Intervention, 2) 

General Work Skills and Expectations, 3) Financial Literacy, 4) Community Resources, 5) Job Seeking, 

Applications, and Resumes. Participants receive classroom training in the five core components during 

the pre-release portion of the program, which typically occurs 3-9 months prior to his/her release. 

Following a participant’s release from incarceration, the Windows to Work Coach will collaborate with 

the Division of Community Corrections (DCC) agent to assist participants with job search and job 

retention activities for approximately 12 months. 

The following individuals are enrolled in the Windows to Work program at (ENTER INSTITUTION or 

FACILITY). The pre-release portion of the program begins (DATE) and will conclude on or about 

(DATE).  

 

Participant Name DOC Number Projected County of 

Release 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 

 

 

 

 



Windows to Work 

  Page 18 of 282 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Windows to Work 

  Page 19 of 282 

 

Program Delivery Methods 

 

As stated, the classroom instruction for Windows to Work is made up of five core components. Within 

each of these components are required learning activities, as well as identified resource materials to meet 

each learning activity. As the pre-release (or classroom instruction) phase of Windows to Work is 

provided in a variety of institutional settings, the method of delivery for required resource materials shall 

be determined by agency supervisors with direction from DOC, taking in to account staff resources, 

institution schedules, and various agency needs. In general, the most effective method for achieving the 

desired effect of the program is to provide instruction on various skills and to allow participants to role-

play or practice these skills. This is an important aspect of Windows to Work, and every opportunity 

should be utilized to allow for continued practice and/or discussion regarding the various topics and 

curriculum components.   

 

Delivery methods are further detailed in the Windows to Work Curriculum Outline (pages 47-52). 

Group Size/Frequency 

 

It is recommended that each new Windows to Work group include 8-10 participants, however agency 

and/or institution resources shall be considered when determining program enrollment (maximum of 16 

participants if co-facilitated). Participants should be selected utilizing the defined eligibility criteria, and it 

is strongly encouraged that the pre-release phase of Windows to Work be provided in a “closed” group 

format, whereas all members are enrolled at the same time and vacancies that may occur are not filled. 

 

It is strongly encouraged that the pre-release phase of the program be scheduled so that there are a 

minimum of two group sessions per week, however the total number of sessions per week shall be 

determined by agency staff with direction from DOC, taking in to consideration staff resources, institution 

schedules, and agency needs. In addition to group meetings, it is suggested that Coaches meet with 

participants individually throughout the course of the program to evaluate progress and provide 

instruction related to specific tasks and goals. 

 

Lessons/Sessions/Groups 

 

Group Meetings: 

Group meetings are defined as a period of time when all participants are in attendance and where 

instruction on core content material is provided. Lessons are typically one to two hours in duration, 

however this is a function of agency (and institution) needs and resources. It is anticipated that the 

competencies and required learning activities for Windows to Work are expected to require 24 lessons for 

completion, depending on structure and setting, as well as additional discussion during individual 

meetings. 

 

Individual Meetings:  

Individual meetings are defined as a period of time when the program provider meets individually with a 

participant to evaluate progress and provide instruction related to specific tasks and goals. It is expected 

that these meetings will be utilized to provide individualized instruction related to a participant’s needs 

and concerns. In particular, it is suggested that instruction related to the Community Resources 

curriculum component be provided during these individual meetings. 
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Individual meetings should be scheduled as appropriate, taking in to account group and individual 

progress and staff resources. During the pre-release phase (curriculum phase), it is suggested that 

individual meetings occur with each participant at least monthly. During the post-release phase, these 

meetings should take place weekly immediately following release, and should gradually taper off as the 

participant gains employment and achieves goals as determined in his or her individual case plan.  
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Curriculum Structure 

 

Curriculum Outline: 

The Curriculum Outline (pages 47-52) is a blueprint for facilitating Windows to Work. As identified 

above, the curriculum has five main components. In addition to a description of each of the five 

curriculum components on the following pages, a plan for implementation is provided, as well as a 

suggested timeframe for instruction. Within each section, a framework for the program is provided, 

including required resource materials to complete learning activities, and optional activities and/or 

resource materials. The method of delivery for required resource materials shall be determined by agency 

supervisors with direction from DOC, taking in to account staff resources, institution schedules, and 

various agency needs. All required resource materials are included in the Windows to Work Curriculum 

section (beginning on page 55). If a Windows to Work Coach and/or agency wishes to utilize 

alternative resource materials in order to meet a defined competency and/or learning objective, 

prior approval must be granted and documented by the Workforce Development Board Program 

Supervisor and DOC Reentry Employment Coordinator. 

 

Curriculum Checklist: 

Completion of required learning activities shall be documented for each participant on his or her Windows 

to Work Curriculum Checklist (page 53). At the completion of the pre-release phase of the program (or if 

participant is removed/terminated from the program), a copy of this checklist shall be forwarded to the 

participant’s institution social worker, DOC Site Coordinator, and DCC agent. 

 

Post-release Structure: 

Windows to Work Coaches provide services for approximately 12 months post-release. Post-release 

services must not exceed 18 months. If a Windows to Work Coach feels a participant needs services 

beyond 18 months post-release, written justification must be sent to the Reentry Employment 

Coordinator, and approved in writing.  Extensions will vary in length depending on the needs determined 

by the Reentry Employment Coordinator, and cannot exceed 6 months, for a total post-release service 

period of no longer than 24 months.  

 

The structure for the post-release phase of the program will vary from area to area, and agency 

supervisors shall determine staff expectations, including standards for client interaction. At a minimum, 

each agency should ensure that Windows to Work participants are linked with potential job opportunities 

in the community, as well as all other relevant resources. The Windows to Work Coach should collaborate 

with the DCC agent to assist participants with job search and job retention activities. Participants should 

additionally receive assistance in accessing available community resources to address needs for food, 

shelter, clothing, transportation, and other services. Windows to Work programs sometimes have limited 

funds to assist participants in addressing barriers to employment such as transportation, education, 

identification and work supplies. The manner in which these funds are made available shall be determined 

by agency policies and procedures. 
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File Contents 

 

Each Windows to Work program provider will maintain a case file for each participant. Minimum file 

contents include (copies): 

 

 Windows to Work Program Participant Referral form (DOC-2541) 

 Authorization for Disclosure of Non-Health Confidential Information form (DOC-1163) 

 Authorization for Use and Disclosure of Protected Health Information (DOC-1163A) 

 COMPAS Bar Chart and Narrative 

 Windows to Work Guidelines and Expectations 

 Curriculum Checklist (depending on completion status) 

 Individual Action Plan (IAP) 

 Career Assessment/Interest Inventory 

 Any pre- and post-tests 

 Case Notes (as applicable) 

 

Individual Action Plan (IAP) 

 

During the early stages of enrollment in Windows to Work, the Coach shall work with the participant to 

begin developing an Individual Action Plan (IAP), which outlines specific tasks and goals that the 

participant will work toward during the program. The IAP (form found on page 23) will also contain basic 

information regarding past employment, past education, and various needs/resources that the participant 

may have in relation to reentering the community upon release from incarceration. Information regarding 

specific employment and post-release goals can be completed at the end of the pre-release (curriculum) 

phase of the program or immediately following the participant’s release from incarceration. 

 

In cases where a Windows to Work program provider delivers the pre-release curriculum and services to 

an individual releasing to a different Workforce Development Board area, the Windows to Work Coach 

shall update the IAP/Transfer Form and send it to the receiving Workforce Development Board area prior 

to their transfer. 

 

Not all of the fields in the IAP must be completed. Additionally, WDB’s and/or subcontracted 

agencies may utilize alternate forms and/or IAP’s to collect required information. 
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Windows to Work 

Individual Action Plan/Transfer Form 
   

 

PERSONAL INFORMATION 

Date: DOC #: 

First Name: Last Name: 

 Date of Birth: 

Are you registered for Selective Service?         Yes              No              Unsure 

Are you a Veteran?         Yes      No           

If yes, active duty dates:________________________________ 
 

Are you the Spouse of a Veteran?        Yes      No 

Marital Status: 

 Single/Never Married        Married           Divorced       Widowed         Legally Separated 
 

RELEASE INFORMATION 

Name of Current Facility/Institution: 

Maximum Release Date (End of Supervision): 

 

County you are releasing to: 

Date of Incarceration: 

 

Length of Original Sentence: 

Institution Release Date: 

 

Institution Social Worker Name: 

Probation Agent Name: 

 

Probation Agent County: 

 

HUBER 

Do you have Huber/Work Release privileges?        Yes      No        Does not apply to me 

 

INSTITUTION PROGRAMS 

Are you currently enrolled in any programming (T4C, AODA, SOT, etc.)?      Yes         No 

If yes, what? 

Have you completed any programming?       Yes            No 

If yes, what? 

Are you required to complete further programming?           Yes            No 

If yes, what? 

Have you ever been terminated from any 

institutional program?        Yes         No 

Have you ever voluntarily quit any institutional 

program?            Yes           No 

If yes to either question above, please explain: 
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INSTITUTION EMPLOYMENT 

Do you currently have a job in the institution?           Yes           No 

If yes, what is your job?                                             How long have you had the job? 

 

 

If no, have you ever had a job while in the institution(s)?         Yes           No 

If yes, what job(s) did you have?                               How long did you have the job(s)? 

 

 
 

CURRENT/PREVIOUS EMPLOYMENT 

Position: 

Name of Company: 

 

Year(s) Employed: 

Job Duties: 

 

 

 Full Time 

 Part Time              Rate of Pay:       

Reason for Leaving: 

 

Position: 

Name of Company: 

 

Year(s) Employed: 

Job Duties: 

 

 

 Full Time 

 Part Time              Rate of Pay:       

Reason for Leaving: 

 

Position: 

Name of Company: 

 

Year(s) Employed: 

Job Duties: 

 

 

 Full Time 

 Part Time              Rate of Pay:       

Reason for Leaving: 

 

Position: 

Name of Company: 

 

Year(s) Employed: 

Job Duties: 

 

 

 Full Time 

 Part Time              Rate of Pay:       

Reason for Leaving: 
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Do you have a current Resume?            Yes           No 

Have you done any volunteer work?     Yes           No 

If yes, what have you done? 

 
 

CRIMINAL HISTORY 

List the offenses for which you have been convicted, beginning with the most recent. 

Offense: Date of Conviction: County:  Felony 

 Misdemeanor 

Offense: Date of Conviction: County:  Felony 

 Misdemeanor 

Offense: Date of Conviction: County:  Felony 

 Misdemeanor 

Offense: Date of Conviction: County:  Felony 

 Misdemeanor 

Offense: Date of Conviction: County:  Felony 

 Misdemeanor 
 

Do you have any outstanding fines or restitution?       Yes         No          Unsure 

If yes, how much? 

Fines:                                                                       Restitution Amount: 
 

EDUCATION 

Circle the highest grade you have completed: 

1   2   3   4   5   6   7   8   9   10   11   12   13   14   15   16 

Are you a high school graduate?          Yes          No 

If yes, list the city & state, and year you graduated: 

 

If no, do you have a GED or HSED?   Yes          No 

If yes, list the school or institution that issued your GED or HSED, and the year you received it: 

 

List any certifications or degrees earned beyond High School/GED/HSED: 

 

 
 

WINDOWS TO WORK INVOLVEMENT 

Why would you like to be involved in Windows to Work? 

 

 

 

 

What expectations do you have of Windows to Work? 
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RELEASE PLANNING – GOALS 

What are your immediate goals to accomplish upon release? 

 

 

 

 

What goals would you like to accomplish within 6 months of your release? 

 

 

 

 

What are your long-term goals (12 months after release)? 

 

 

 

 
 

RELEASE PLANNING – HOUSING 

Where do you plan to live upon your release (with parents, spouse, transitional living, etc.)? Please 

include address and phone number: 

 

 

 

 

Has this been approved by your agent?      Yes       No 
 

RELEASE PLANNING – TRANSPORTATION 

Do you have a valid driver’s license?      Yes        No 

If no, which of the following apply:        Suspended             Revoked            Never had 

Do you have access to transportation?     Yes        No 
 

RELEASE PLANNING – ASSISTANCE 

Please check the areas you may need assistance 

with once you are released: 

      Employment 

      Housing 

      Physical Health (including insurance) 

      Mental Health (including medication) 

      Parenting/Child Care 

      Healthy Relationships 

      Positive/Pro Social Activities 

      Legal Issues 

      AODA Issues 

      Food Share 

      Other: 

 

Please check the items you have or will have when 

released: 

      State Identification Card 

      Driver’s License 

      Social Security Card 

      Birth Certificate 

      Auto Insurance 

      Health Insurance 

      Release Clothing 

      Interview Clothing 

      Legal Assistance 

      Other: 

 

ADDITIONAL INFORMATION 
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Do you currently have a child support order in any county? 

 Yes          No          Unsure          Does not apply to me 

If yes, what county or counties? 

 

Amount of child support owed: 

 

Have your parental rights been terminated on any of your children or is there pending action? 

 Yes          No          Unsure          Does not apply to me 

Do you have a disability?     Yes          No 

If yes, were you collecting Social Security before your incarceration?     Yes          No 

Is there anything else not covered by this form that you would like to add? 

 

 

 

 

 

 

 
 

DISCLAIMER AND SIGNATURE 

 I certify that the information in this form is true to the best of my knowledge. 

 I certify that no member of my family is in a position of influence or authority that would affect 

my participation within the program. 

Signature: 

 

Date Signed: 
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Data Tracking – Program Data Collection System 

 

Each Windows to Work program provider is responsible for tracking participant data related to 

enrollment, education, and employment. Participation data, including curriculum completions, 

employment and education episodes, and group participation will be tracked utilizing the Program Data 

Collection System (PDCS). PDCS is used by internal DOC staff and external community providers to 

enter and collect outcome data for Appropriation 112 funded programs. Program providers enter the 

offender data at their sites with unique user logins and access to their own assigned agencies. Such a 

system ensures that data is accurate and can be evaluated with additional DOC data sources.  

 

PDCS has been developed in two parts: The public module and the administration module. In addition to 

being the source for all program participant information, the PDCS public module also provides reports 

for Provider Users to view and analyze their agency’s data entered into the PDCS. DOC requires 

providers to maintain program participation data current at all times. Therefore, start/end dates of 

programming, service dates, and employment and education episodes should be entered as close to the 

actual date of occurrence as possible. For Windows to Work, it is expected that all participant data will be 

entered no later than the 5
th

 day of the month following services (i.e., information for participant services 

occurring during the month of August, 2017 will be inserted in PDCS no later than September 5, 2017). 

 

DOC will have access to all data stored in the PDCS through an administration module. Information 

within the PDCS will be used to create reports. Steps for accessing the reports available in PDCS follow. 

 

Each Windows to Work program provider will be assigned a user login and temporary password, as well 

as a link to the public site: https://appsdoc.wi.gov/pdc/publicLogin.jsp. 

 

 
 

The first time a new user is logging in to the system, he/she will be prompted to change their password. 

When logged in, the user will automatically be taken to the “home” screen. All screenshots that follow 

may look slightly different in color from the production site, as these were all pulled from the training 

site. All functionality is the same. 

 

https://appsdoc.wi.gov/pdc/publicLogin.jsp
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Participant Search: 

 

To search for a participant, enter the 6-digit DOC number assigned to that offender in the DOC # box on 

the “Participant Search” screen. If the DOC # is not valid, PDCS will alert the user that the 

Offender/Participant cannot be found. In this case, the user should verify the DOC # and try again. If the 

offender/participant is still not found, contact the DOC Reentry Employment Coordinator for assistance. 

Once the correct participant is found, click “select” next to his/her name, and you will arrive at the 

Offender/Participant Programs screen. 

 

 
 

To add a participant to your program, click on the appropriate fiscal year and program dropdown under 

“Add Participant Program” and select your program (options are limited to your assigned programs). 
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Participant information will auto-populate here, to include: current location (facility, institution, 

supervising unit, etc.), projected county of release, projected release date, COMPAS recommended risk 

level, and supervision level. Please note, only individuals who are medium to high risk are eligible for 

enrollment in Windows to Work. If an interested participant is low risk, and all parties are in agreement 

that he/she would benefit from the program (see page 15), please contact the DOC Reentry Employment 

Coordinator to coordinate enrollment in the program.  

 

The following information can be entered on this screen: 

 Enrollment Type 

o New 

 This code is for a new enrollment in the Windows to Work program. 

o Transfer 

 This code is for an individual who has started the Windows to Work program with 

another provider, but is then transferring to a different provider. 

 Program Start Date 

o This should be the date that an individual begins the Windows to Work program. 

 Program End Date 

o This should be the date that an individual completes, or is terminated from, the entire 

Windows to Work program. 

 Program End Code 

o Successful Completion 

 Participants who participated in the entirety of the program and successfully 

completed all requirements of the program, as defined by the individual 

Agency/Provider. 

o Administrative Termination 

 Participants who were removed from the program prior to the completion date 

during the report period due to uncontrolled circumstances. Instances could 

include, but are not limited to, transfer to another facility or agency, program hold 

due to facilitator absence or unavailability of services, medical leave, death, 

transfer, or discharge from supervision. 

o Disciplinary Termination 

 Participants who were removed from the program prior to the completion date due 

to disciplinary reasons including rule infractions, positive drug/alcohol use, conduct 

reports, supervision violations/revocation, absconding, new offense, no show/poor 

attendance, removal from program by DCC Agent, and/or other related behaviors. 

o Offender Refusal 

 Participants who removed themselves from the program prior to the completion 

date. In such instances, it would be the sole decision of the participant to withdraw 

from the program and would not be based on any of the above "Terminated" 

statuses. 

o Transferred (W2W/CCEP) 

 In these programs, participants may enroll and begin a program with one provider 

and then transfer to another region/provider to continue the program. This option 

should only be utilized for W2W and CCEP participants. 

 Curriculum Completion Date 

o This should be the date that an individual completes the curriculum portion of the 

Windows to Work program. 
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Once a program record is inserted for an individual, it will show up on the Offender/Participant Programs 

screen: 

 

 
 

Click “Edit” on the appropriate program, and you will be taken to the participant’s record for your 

program. 

 

 
 

 

 

 

 

 

 

 

 



Windows to Work 

  Page 33 of 282 

 

After enrolling a new participant, service dates and employment and education episodes can be added for 

participants by navigating to this screen.  

 

 
 

Service Dates 

 

Service types vary by program. Click “Add Service Date” to insert a new service date and type. For 

Windows to Work programs, the following service types are standard, and can be used to track 

participation data (additional service types may be added by WDB request): 

 W2W Pre Release Group Treatment – DAI institution/facility programs only. This designation can 

be used for pre-release classroom group sessions. 

 W2W Post Release Group Treatment – DAI institution/facility programs only. This designation 

can be used for any post-release group sessions. 

 W2W Pre Release Intervention – Jail-based programs only. This designation can be used for any 

intervention prior to a jail/Huber release. 

 W2W Post Release Intervention – Jail-based programs only. This designation can be used for any 

intervention after a jail/Huber release. 
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Education Period 

 

It is important to track any training and/or educational programming in which a participant may be 

enrolled during his/her time involved in Windows to Work. To add a new education period, from the 

“Edit Participant Program” screen, click “add education period” and you will be taken to the Add 

Education Period screen. 

 

 
 

The following information can be entered on the Add Education Period screen: 

 Start Date 

o This should be the date that an individual begins an education program/training. This date 

can’t be prior to the start date of the Windows to Work program. 

 Anticipated End Date 

o This field is not required, however can be used to identify an anticipated end date of an 

education program/training. 

 End Date 

o This should be the date that an individual completes, or is terminated from, an education 

program/training. This date must be after the start date. 

 Education Program Type 

o Apprenticeship 

 This designation should be utilized if a participant is involved in a registered 

apprenticeship (or youth apprenticeship) program. 

o College Coursework 

 This designation can be utilized if someone is taking coursework toward a 

bachelor’s degree or above. Also, for any educational program not otherwise 

defined below. 

o GED/HSED 

o Remedial 

 This designation should be utilized for remedial educational instruction not likely 

to lead to a degree or certification. 
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o Vocational/Technical Training – less than 1 year 

 This designation should be utilized for any short-term technical training that is not 

otherwise part of a 1- or 2-year program. Examples of this can include: forklift 

training, welding academy, construction basics, etc. 

o Vocational/Technical Training – 1 year 

 This designation should be utilized for registered 1-year technical education 

programs through the Wisconsin Technical College System (WTCS). 

o Vocational/Technical Training – 2 year 

 This designation should be utilized for registered 2-year technical education 

programs through WTCS. 

 Education End Code 

o Still Enrolled – Full Program Completion 

 This designation should be utilized if an individual is still enrolled in an 

education/training program but has completed the entirety of the Windows to Work 

program. If you attempt to end a participant’s enrollment in Windows to Work, you 

will be prompted to end all employment and education programs/episodes. 

o Terminated/Failed Program 

o Quit 

o Successful Completion 

 Education Institution 

o This is the sponsoring educational institution. WTCS schools are listed as options, as well 

as “Other”. 

 Training Tied to Occupation 

o Standard Occupation Classification (SOC) system codes. 

 The 2010 SOC system is used by Federal statistical agencies to classify workers 

into occupational categories for the purpose of collecting, calculating, or 

disseminating data. All workers are classified into one of 840 detailed occupations 

according to their occupational definition. To facilitate classification, detailed 

occupations are combined to form 461 broad occupations, 97 minor groups, and 23 

major groups. 

 23 major groups are listed as options here, as well as a code of “Not tied to 

Occupation”. Every effort should be made to identify the appropriate occupational 

code. 

 A link to the 23 major groups can be found here: 

https://www.bls.gov/soc/major_groups.htm  

 

 

 

 

 

 

 

 

 

 

 

 

https://www.bls.gov/soc/major_groups.htm
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Employment Period 

 

It is important to track any employment period/event in which a participant may be engaged during 

his/her time enrolled in Windows to Work. To add a new employment period, from the “Edit Participant 

Program” screen, click “add employment period” and you will be taken to the Add Employment Period 

screen. 

 

 
 

The following information can be entered on the Add Employment Period screen: 

 Start Date 

o This should be the date that an individual begins an employment period. This date can’t be 

prior to the start date of the Windows to Work program. 

 Anticipated End Date 

o This field is not required, however can be used to identify an anticipated end date of an 

employment period (e.g. work experience, etc.). 

 End Date 

o This should be the date that an individual ends an employment episode. This date must be 

after the start date. 

 Employment Type 

o On The Job Training 

o Transitional Job 

o Unsubsidized 

o Work Experience 

o Work Release/Huber 

 Wages/Hour 

o Wages per hour at hire. 

 Average Work Hours 
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o Average work hours per week. 

 Employer 

 Job Title 

 Employment End Code 

o Still Employed – Full Program Completion 

 This designation should be utilized if an individual is still employed but has 

completed the entirety of the Windows to Work program. If you attempt to end a 

participant’s enrollment in Windows to Work, you will be prompted to end all 

employment and education programs/episodes. 

o Found Better Employment 

o Terminated 

o Wage Increase 

 This designation should be utilized if an individual is employed in the same 

position with the same company, but has received a wage increase. 

o Quit/Resigned 

o Employment Program Placement Ended 

o Promoted 

 This designation should be utilized if an individual receives a promotion with the 

same employer. 

o Laid Off 

 Occupation 

o Standard Occupation Classification (SOC) system codes. 

 The 2010 SOC system is used by Federal statistical agencies to classify workers 

into occupational categories for the purpose of collecting, calculating, or 

disseminating data. All workers are classified into one of 840 detailed occupations 

according to their occupational definition. To facilitate classification, detailed 

occupations are combined to form 461 broad occupations, 97 minor groups, and 23 

major groups. 

 23 major groups are listed as options here, as well as a code of “Not tied to 

Occupation”. Every effort should be made to identify the appropriate occupational 

code. 

 A link to the 23 major groups can be found here: 

https://www.bls.gov/soc/major_groups.htm  

 City 

 Additional 

o Additional information may be listed here to identify a specific employer as necessary (for 

example, if there is more than one location for an employer, a street name can be listed 

here). 

 

 

 

 

 

 

https://www.bls.gov/soc/major_groups.htm


Windows to Work 

  Page 38 of 282 

 

Once a service type, education period, or employment period is added for a participant, it will show on the 

Offender/Participant Programs screen. Any items which need to be deleted, can be deleted from this 

screen as well: 

 

 
 

Attendance Roster 

 

In addition to the above options, service dates can be entered for multiple participants at once. Click 

“Attendance Roster” at the top of the screen, and then select the appropriate categories (program, service 

type, date). 

 

You can 

delete items 

directly 

from this 

screen. 
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Click “Show Roster”, and a current roster of all enrolled participants will appear: 

 
 

From this screen, select whether each participant was present, absent, or if there was no service date (i.e. 

group was cancelled, or the participant was not expected to be present). Select “submit changes” when 

completed, or select “pick another roster” to enter another service date. 

 

Program Roster 

 

After adding a new participant to your program, he/she will be added to your program roster. You can 

also edit individual program records from this program roster. 
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Reports 

 

Individual users may access reports for information and data relevant to their specific program. In 

addition, DOC will access these reports (and others), on a regular basis.  

 

 
 

Monthly Offender Report 

The Monthly Offender Report provides monthly data on services provided to Windows to Work 

participants. Select the “Offender Report – Monthly” option on the screen above, and then select the 

appropriate timeframe: 

 

 
 

The report will open in a new screen as a Microsoft Excel file. A sample report is shown on the next page: 
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Education and Employment Period Reports 

The Education and Employment Period reports (separate reports) list all education and employment 

periods between the start dates and end dates selected. 

 

 
 

The Employment Period report and the Education Period report are separate reports, but both show 

similar information. A sample Employment Period Report is shown on the following page (actual 

appearance may vary due to adjustments in report development): 
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All Participant Records 

This report lists all participant records in an identified fiscal year. Specifically, this report looks at 

enrollments and completions/terminations. 

 

 
 

Results by Provider 

This report lists all program results by provider (successful completions, terminations, etc.). 
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Program Completion/Termination 

 

Reasons for program termination other than successful can occur at any time and include: reincarceration, 

violation of supervision, movement out of participating area, failure to meet program requirements, 

administrative terminations (no fault), and withdrawal. If a program participant is terminated/removed 

from the program for any reason, the program provider shall notify the participant’s institution social 

worker and/or DCC agent, and agency supervisor (email, phone, in-person, etc.). 

 

Participants should be recognized once they successfully complete the pre-release (curriculum) phase of 

the Windows to Work program. Though this is not a full completion of the entire program, it is important 

to acknowledge that the completion of the curriculum and all related activities is a significant 

accomplishment. A template for a certificate of completion for this pre-release phase will be provided to 

each program provider. 

 

Successful completion of the full program is determined through a joint meeting between the participant, 

DCC agent, and Windows to Work Coach when the participant has shown stability in the community and 

in their employment, accomplishing their individual employment goals. A certificate of completion is 

provided to participants upon successful completion. 

 

Exit Survey 

 

At the final meeting before successful discharge from the Windows to Work program, participants will 

complete the Windows to Work Participant Exit Survey (page 45). Please inform the participant that the 

survey is not anonymous, and that we will ask for their name and DOC number. The survey is, however, 

confidential. This means that the reporting of the results will not be associated with the participant’s 

name. To keep the results confidential, Coaches are asked to provide the survey and an envelope to the 

participant and allow the participant to complete the survey privately. Upon completion, participants are 

asked to place the survey in the envelope and seal the envelope prior to returning to the Coach, who will 

then mail the sealed envelope to the Reentry Employment Coordinator, 3099 E. Washington Ave., 

Madison, WI 53707. 

 

For participants who are discharged from the program due to reincarceration or revocation, Coaches are to 

provide the survey, along with an addressed envelope, to the agent of record for completion and return to 

the DOC Reentry Employment Coordinator. 

 

For participants who withdraw from the program during the pre-release phase, Coaches are to provide the 

survey, along with an addressed envelope, to the participant’s social worker for completion and return to 

the DOC Reentry Employment Coordinator. 

 

For participants who are discharged due to non-participation, Coaches will make a final contact to provide 

the survey to the participant, along with the envelope. If Coaches are unable to make contact with the 

participant, their attempts to locate the participant should be documented, along with the participant 

contact information, and provided to the DOC Reentry Employment Coordinator. 
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Windows to Work 

Participant Exit Survey 

 

Participant Name: _______________________________ DOC Number: _____________________ 
 

 

Windows to Work is a partnership between you, the Department of Corrections (DOC) and the Workforce 

Development Board (WDB). The program is intended to help you prepare to find and keep a job after a 

period of incarceration. This survey will help DOC and the WDB know how well the program has worked 

for you.  

 

Curriculum 

The Windows to Work program intends to provide information that is important for individuals entering 

or returning to the job market. Please rate how helpful each section of the Windows to Work core 

curriculum was for you, on a scale from 1 to 5, with 1 meaning “NOT Helpful” and 5 meaning “VERY 

Helpful” (If you didn’t participate in a section, leave the answer for that section BLANK). 

 

Windows to Work Curriculum 
(Circle the number that best describes how 

helpful was each section.) 

a. Cognitive Intervention (Thinking for a Change, Makin’ it 

Work, problem-solving skills, etc.) 

NOT 

Helpful 
1    2    3    4    5 

VERY 

Helpful 

b. Work Skills and Expectations (working with others, 

effective communication, working productively, etc.) 

NOT 

Helpful 
1    2    3    4    5 

VERY 

Helpful 

c. Financial Literacy (MoneyWise, credit, budgeting, 

obligations/debt, etc.) 

NOT 

Helpful 
1    2    3    4    5 

VERY 

Helpful 

d. Community Resources (Food programs, support groups, 

obtaining legal documents, Rent Smart, etc.) 

NOT 

Helpful 
1    2    3    4    5 

VERY 

Helpful 

e. Job Seeking (Where to look, networking, identifying your 

skills, Work Keys, career assessment, etc.) 

NOT 

Helpful 
1    2    3    4    5 

VERY 

Helpful 

f. Job Applications and Resumes (How to fill out job 

applications, resumes, references, cover letters, etc.) 

NOT 

Helpful 
1    2    3    4    5 

VERY 

Helpful 

g. Interviewing techniques (Preparation, hygiene, body 

language, practice interviews, etc.) 

NOT 

Helpful 
1    2    3    4    5 

VERY 

Helpful 

 

Employment/Education Resources 

Did you participate in the following programs while enrolled in Windows to Work (circle)? 

 
Work Experience Did not participate Yes, but it was NOT 

valuable 

Yes, and it was 

somewhat valuable 

Yes, and it was VERY 

valuable 

On-the-Job Training Did not participate Yes, but it was NOT 

valuable 

Yes, and it was 

somewhat valuable 

Yes, and it was VERY 

valuable 

 

Did you receive information about career-related educational opportunities? YES  NO 

 

Are you currently employed or enrolled in an education program?   YES  NO 
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Overcoming Barriers to Employment 

Did your Windows to Work Case Manager, or Coach, assist you to obtain any of the following resources 

(place a check in the box below the best answer)? 

 
 Yes, I received 

assistance from 

my  

Coach. 

No, but I received 

assistance from 

another source. 

No. I didn’t 

need 

assistance. 

No. I needed 

assistance, but I 

didn’t receive any. 

a. Transportation     

b. Work supplies or clothing     

c. Legal documents (ID,               

Social Security card, etc.) 
    

d. Up-to-date resume     

e. Housing     

f. Food or financial 

assistance 
    

 

Windows to Work Coach/Case Manager 

 
(Circle the answer that best describes how 

accurate you believe the statement to be: 

a. While I was incarcerated, my coach helped me create a plan to 

find a job that met my needs, abilities and interests. TRUE FALSE 

b. My coach helped me identify employers who hire people for the 

kinds of jobs I want to do. TRUE FALSE 

c. My coach helped or encouraged me when I had troubles finding 

work or on the job. TRUE FALSE 

d. My coach was available to me when I needed help and would 

spend enough time with me to address the problem. TRUE FALSE 

e. My coach helped me find the job or school placement I have 

now.  (Leave BLANK if you aren’t employed or in school now.)  TRUE FALSE 

 

Overall, how well do you feel the Windows to Work program prepared you to achieve your employment 

goals (circle the best response)? 

Very Well  Some 
Not sure, or 

No Opinion 
Not much Not at all 

 

Overall, how satisfied are you with your experience in the Windows to Work program (circle the best 

response)? 

Very Satisfied Somewhat Satisfied 
Not sure, or 

No Opinion 

Somewhat 

Dissatisfied 
Very Dissatisfied 

 

Do you have any suggestions to improve Windows to Work?  
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Windows to Work 

Curriculum Outline 

 

 

This Curriculum Outline is a blueprint for facilitating Windows to Work (curriculum begins on page 55). 

In addition to a description of each of the five curriculum components on the following pages, a plan for 

implementation is provided, as well as a suggested timeframe for instruction. Within each section, a 

framework for the program is provided, including required resource materials, and (where appropriate) 

optional activities and/or resource materials. The method of delivery for required resource materials shall 

be determined by agency supervisors with direction from DOC, taking in to account staff resources, 

institution schedules, and various agency needs. 

   

The competencies and required learning activities for Windows to Work are expected to require 24 

lessons for completion, depending on structure and setting, as well as additional discussion during 

individual meetings.  

 

Orientation: 

A basic orientation shall be conducted during the first meeting (or prior) which outlines rules, guidelines, 

and expectations. The Windows to Work Guidelines and Expectations should be reviewed and signed by 

all individuals, as well as any other necessary agency forms. 

 

Cognitive Intervention: 

Designed to help participants recognize their thoughts, feelings, attitudes, and beliefs. The focus should be 

to reduce anti-social cognitions, recognize risky thinking and feelings, build problem solving, self-

management, and coping skills. This intervention is specifically designed to teach participants strategies 

for identifying and managing high risk situations related to obtaining and maintaining employment. 

Emphasis should be placed on skill training with directed practice.  

 

Implementation: Cognitive-Behavioral Interventions for Offenders Seeking Employment (CBI-EMP) 

is the standardized curriculum identified for use in Windows to Work. CBI-EMP shall be delivered 

according to the manual guidelines. Program providers may only utilize alternative cognitive-behavioral 

materials for this section of the program after receiving written authorization from DOC.  

 

Instruction Timeframe: Lessons are usually 1.5 hours in duration and should be structured so that there are 

at least 2 lessons per week. The elements of CBI-EMP should be delivered over the course of 16 lessons, 

depending on staff resources and institution availability. 

 

CBI-EMP Lessons: The following lessons shall be taught from the CBI-EMP manual as part of the 

Windows to Work Program: 

 

 Module 2 

o Session 5 – Behavior is a Choice 

o Session 6 – Recognizing Risky Situations 

o Session 7 – Changing Risky Thinking 

o Session 8 – Replacing Risky Thinking 
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 Module 3 

o Session 12 – Learning Self-Control 

o Session 13 – Using Self-Control 

o ADDITIONAL SESSION – to be determined by facilitator based on group needs 

 Module 4 

o Session 21 – Introduction to Problem-Solving 

o Session 22 – Identifying Your Problem and Goal 

o Session 23 – Brainstorming Options 

o Session 24 – Planning and Trying Your Solution 

 Module 5 

o Session 25 – Developing a Plan 

o Session 26 – Getting to the Source 

o Session 27 – Reinventing My Life 

o Session 28 – Staying on Track 

o Session 29 – Responding to a Roadblock 

 

General Work Skills and Expectations: 

This program component is designed to build upon skills learned in Cognitive Intervention. Social skills, 

transferable skills, and problem solving skills are examined in greater detail. This program component 

prepares group members to engage in pro-social interactions in the community and the workplace. In 

addition to the above, participants will begin to examine career options based upon their skills and 

interests. 

 

Implementation: It is recommended that group meetings be utilized to engage in a discussion of required 

resource materials (transferable skills, employment skills, and self-management skills checklists) as they 

relate to obtaining and maintaining employment in the community. Completion of the checklists can be 

assigned as homework, and further discussed during a subsequent group meeting. Depending on 

resources and availability, class time should be spent discussing participants’ career interests (from Career 

Assessment/Interest Inventory) and employment opportunities in a particular field of work. Further, staff 

should provide printed materials from O*NET detailing skills, abilities, and education requirements 

related to a participant’s field of interest. 

 

Instruction Timeframe: The competencies and required learning activities in this program component are 

expected to require 1-2 lessons for completion, as well as additional discussion during individual 

meetings. 

 

Materials: The following materials and activities shall be included as part of the Windows to Work 

Program: 

 

 Complete Transferable Skills Checklist (DWD Transferable Skills publication DETJ-8961-P) 

 Complete Employment Skills Checklist (DWD Employment Skills publication DETJ-9446-P) 

 Complete Self-management Skills Checklist (DWD Self-management Skills publication DWSJ-

8960-P) 

 Complete Career Assessment/Interest Inventory (Career Clusters Interest Survey) 

o Alternate Career Assessments May Be Utilized: 

 O*Net Interest Profiler 
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 Online Work Readiness Assessment 

 CareerScope 

 CareerLocker (formerly WISCareers) 

 Career Cruising 

 Transition to Work Inventory 

 Identify at least 1 preferred occupation in top 3 career clusters and examine skills, abilities, and 

education requirements (O*NET Online – staff assistance required) 

 

Financial Literacy: 

Designed to provide participants with a basic understanding of ways to better manage their finances. A 

range of topics are discussed, from checking and savings accounts to techniques for building good credit. 

Instructors are not providing personalized financial guidance or advice. 

 

Implementation: Depending on available resources, a PowerPoint presentation can be utilized to facilitate 

each seminar. PowerPoint slides can also be printed and disseminated, and facilitator can provide the 

listed brochures, leader’s guide, and worksheets as handouts. During instruction, it is important to 

emphasize that this is not meant to be a form of financial advising, but rather providing basic information 

so that participants have a better understanding of financial resources and options. 

 

Instruction Timeframe: The competencies and required learning activities in this program component are 

expected to require 1-2 lessons for completion, as well as additional discussion during individual 

meetings. Additional materials from the MoneyWi$e series can be distributed to participants depending 

on their needs and/or interests, but group time should not be utilized covering these additional materials. 

 

Materials: The following materials and activities shall be included as part of the Windows to Work 

Program: 

 

 Complete MoneyWi$e Banking Basics seminar (http://www.money-wise.org/)  

o Alternate Financial Literacy materials may be utilized: 

 Money Smart 

 Complete MoneyWi$e Improve Your Credit seminar 

o Alternate Financial Literacy materials may be utilized: 

 Money Smart 

 

Community Resources: 

Provides participants with an understanding of the various resources available to them in their community 

of release. 

 

Implementation: Staff should work with participants to gain an understanding of each individual’s needs 

related to release to the community. This involves case planning, meeting in one-on-one sessions, and 

group discussions. Staff shall have access to resource pamphlets, brochures, and other informational 

materials to provide to participants as necessary. At a minimum, each of the “Materials” topics listed 

below are to be addressed with participants in order to gauge need related to a particular resource/topic. 

Workforce Boards and/or subcontracted agencies should develop a comprehensive menu of resources and 

services available to participants upon release to the community. 

 

http://www.money-wise.org/
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Instruction Timeframe: Limited group time should be spent discussing community resources. Rather, 

individual planning sessions can be utilized to evaluate a participant’s need for services in the community. 

A brief introduction to the material and various resources can be presented during group time, however 

this should be limited to no more than 1 hour. Depending on group dynamics and concerns, additional 

time can be dedicated to community resources at the end of the program. 

 

Materials: The following materials and activities shall be included as part of the Windows to Work 

Program: 

 

 Individualized assistance related to: Housing, Food, Clothing, Health Insurance, Financial 

Assistance 

o Optional Materials: 

 Rent Smart (as appropriate) 

 BadgerCare Plus: A Simple Guide to Health Insurance (document) 

 Individualized assistance related to: Educational Opportunities 

o Reentry Myth Buster On Federal Student Financial Aid 

 Individualized assistance related to: Program, Support Groups, and Other Interventions 

 Individualized assistance related to: Legal and Personal Documents 

o Optional Materials: 

 Wisconsin DOT Motorists’ Handbook publication BDS 126 

 DOT Wisconsin’s Habitual Traffic Offender (HTO) Law publication BDS 102 

 Individualized assistance related to: Legal Responsibilities 

o Optional Materials: 

 Selective Service – Who Must Register chart 

 Department of Children and Families (DCF) Your Guide to Paying Child Support 

publication DCF-P-DWSC864 

 

Job Seeking, Applications, and Resumes: 

Provides participants the opportunity to learn about various techniques to search for employment. Group 

members are counseled on how to complete applications and how to build resumes. Keys to successful 

interviewing are discussed, and participants are required to complete a mock interview. 

 

Implementation: It is recommended that group meetings be utilized to engage in a discussion of required 

resource materials as they relate to obtaining and maintaining employment in the community. Completion 

of sample applications, personal data record, and various checklists can be assigned as homework, and 

further discussed during subsequent group meetings. As available, documents (resume, reference page, 

cover letter, thank you letter) should be typed and saved electronically in accordance with DOC policies 

and procedures. If not available, participants should complete these upon release to the community. There 

should be significant group discussion related to possible interview questions and responses. Participants 

should be encouraged to answer during group as they would during an actual interview, and feedback 

should be provided. For the mock interview, it is strongly encouraged that someone other than the 

Windows to Work Coach conduct the interview (approved volunteer, DOC staff, etc.).  

 

Instruction Timeframe: The competencies and required learning activities in this program component are 

expected to require 5 lessons for completion, as well as additional discussion during individual meetings. 
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Materials: The following materials and activities shall be included as part of the Windows to Work 

Program: 

 

 Job-Seeking Methods: 

o Read and discuss Networking handout and identify personal networking contacts (DWD 

Networking publication DETJ-9455-P) 

o Read and discuss Where to Look for Job Opportunities handout (DWD Where to Look for Job 

Opportunities publication DETJ-9467-P) 

o Read and discuss Job Listing Procedures handout (DWD Job Listing Procedures publication 

DETJ-9530-P) 

o Read and discuss 80% of Job Search Success Depends on Research handout (DWD 80% of 

Job Search Success Depends on Research publication DETJ-9517-P) 

o Read and discuss Qualities an Employer Looks for When Hiring and Promoting handout 

(DWD Qualities an Employer Looks For When Hiring and Promoting publication DWSJ-

8459-P) 

o Read and discuss Turned Down For That Job? handout (DWD Turned Down For That Job? 

publication DETJ-5694-P) 

o Read FairShake List of Companies Who Supposedly Hire Former Felons 

 Job Applications: 

o Complete Ability to Follow Directions handout (DWD Ability to Follow Directions 

publication DWSJ-9482-P) 

o Complete Avoid Application Form Errors handout (DWD Avoid Application Form Errors 

publication DETJ-5913-P) 

o DWD Avoid Application Form Errors publication DETJ-5913-P (DWD Personal Data Record 

publication DETJ-4937-E-P) 

o Review and complete sample job application 

o Read and discuss Reentry Myth Busters 

o Read and discuss DWD information  on Arrest and Conviction Record 

(https://dwd.wisconsin.gov/er/civil_rights/discrimination/arrest_conviction.htm) 

o Read and discuss You Are Bondable! Handout (FairShake You Are Bondable! Publication) 

 Resume Development: 

o Read and discuss The Right Words to Use in Your Job Search handout (DWD The Right 

Words to Use in Your Job Search publication DWSJ-9463-P) 

o Read and discuss FairShake Resume Guide 

 Optional Resource: DWD Resume Writing – A Basic Guide publication DETJ-9433-P 

o Read and discuss Thoughts on Resumes (DWD Thoughts on Resumes publication DWSJ-

4658-P) 

o Complete Resume Worksheet 

o Develop and type Sample Resume 

o Develop and type Sample References Page 

o Develop and type Sample Cover Letter 

 Interviewing: 

o Read and discuss Grooming for Employment handout (DWD Grooming for Employment 

publication DWSJ-4814-P) 

o Read and discuss Informational Interviewing handout (DWD Informational Interviewing 

publication DWSJ-9407-P) 

 Optional Resource: DWD Prove It! Publication DETJ-9526-P 
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o Read and discuss Keys to Successful Interviewing (DWD Keys to Successful Interviewing 

publication DETJ-6951-P) 

 Optional Resource: DWD Hidden Elements of Interviewing publication DWSJ-9484-P, 

FairShake Interview Tips publication 

o Read and discuss FairShake Sample Interview Questions handout 

 Optional Resource: DWD Questions Questions Questions publication DWSJ-9406-P 

o Develop and type Sample Thank You Letter 

o Prepare for a Mock Interview and discuss answers with group (Interview Preparation 

Worksheet) 

o Participate in a Mock Interview 

o Discuss and evaluate Mock Interview (Mock Interview Self-Evaluation Worksheet, Mock 

Interview Evaluation Worksheet – Staff Completion) 
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Windows to Work 

Curriculum Checklist 
 

Name:__________________________________ DOC Number:____________________________ 
 

 

Cognitive Intervention 

Cognitive Intervention Resource Materials (circle one): 

         Cognitive-Behavioral Interventions     Other (list below): 

for Offenders Seeking Employment (CBI-EMP)    

          _____________________________  
 

General Work Skills and Expectations 

Competency Required Learning Activity Staff Initial/Date Complete 

Employment 

Skills and 

Capabilities 

1. Complete Transferrable Skills Checklist  

2. Complete Employment Skills Checklist  

3. Complete Self-management Skills Checklist  

Career Plan 4. Complete Career Assessment/Interest Inventory  

5. Identify preferred occupations in top 3 career clusters 

and examine skills, abilities, and education requirements 

 

 

Financial Literacy 

Competency Required Learning Activity Staff Initial/Date Complete 

Banking Basics 1. Complete MoneyWi$e Banking Basics seminar  

Building Good 

Credit 

2. Complete MoneyWi$e Improve Your Credit seminar  

 

Community Resources 

Competency Required Learning Activity Staff Initial/Date Complete 

Housing, and 

other assistance 

1. Identify and understand (as appropriate) resources for 

housing, food, clothing, health, and financial assistance 

 

Educational 

Opportunities 

2. Identify and understand (as appropriate) options for 

continuing education and/or vocational training 

 

Programs and 

Interventions 

3. Identify and understand (as appropriate) options for 

further treatment and programming 

 

Legal / Personal 

Documents 

4. Identify and understand (as appropriate) how to obtain 

necessary documents 

 

Legal 

Responsibilities 

5. Identify and understand (as appropriate) legal 

responsibilities 
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Job Seeking, Applications, and Resumes 

Competency Required Learning Activity Staff Initial/Date Complete 

Job-Seeking 

Methods 

1. Read and discuss Networking handout and identify 

personal networking contacts 

 

2. Read and discuss Where to Look for Job Opportunities  

3. Read and discuss Job Listing Procedures  

4. Read and discuss 80% of Job Search Success Depends 

on Research 

 

5. Read and discuss Qualities an Employer Looks for 

When Hiring and Promoting 

 

6. Read and discuss Turned Down For That Job  

7. Read FairShake List of Companies Who Supposedly 

Hire Former Felons 

 

Job 

Applications 

8. Complete Ability to Follow Directions handout  

9. Complete Avoid Application Form Errors handout  

10. Complete Personal Data Record  

11. Review and complete sample job application  

12. Read and discuss Reentry Myth Busters  

13. Read and discuss Arrest and Conviction Records  

14. Read and discuss You Are Bondable! Handout  

Resume 

Development 

15. Read and discuss The Right Words to Use in Your Job 

Search handout 

 

16. Read and discuss FairShake Resume Guide  

17. Read and discuss Thoughts on Resumes  

18. Complete Resume Worksheet  

19. Develop and type sample resume  

20. Develop and type sample reference page  

21. Develop and type sample cover letter  

Interviewing 

and Workplace 

Simulation 

22. Read and discuss Grooming for Employment handout  

23. Read and discuss Informational Interviewing handout  

24. Read and discuss Keys to Successful Interviewing  

25. Read and discuss Sample Interview Questions  

26. Develop and type sample thank you letter  

27. Complete Mock Interview Worksheet  

28. Participate in a Mock Interview  

29. Discuss and evaluate Mock Interview  
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Windows to Work 

Program Curriculum 

 

Section 1: Orientation 
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Orientation 

 

Staff should provide an introduction and allow group members to introduce themselves. The Windows to 

Work Guidelines and Expectations (pages 59-60) should be distributed and each element discussed. 

Allow time for questions and discussion, and have participants sign at the bottom of the form. This form 

shall then be copied and Coach keeps the original. Copies are to be distributed as follows: participant, 

social worker, DCC agent. 

 

The orientation period shall further be used to familiarize participant’s with the structure of the program, 

including pre- and post-release expectations. This time can also be used for any information gathering that 

is needed for agency documentation and reporting. Further, it’s anticipated that this orientation won’t last 

the full session, and it’s recommended that instruction begin on the Cognitive Intervention program 

materials. 

 

 

 

 

 

 



Windows to Work 

  Page 58 of 282 

 

 

 

 

 

 

 

 

 

 

 



Windows to Work 

  Page 59 of 282 

 

Windows to Work 

Guidelines and Expectations 

Mission: 

The Windows to Work Program will promote self-sufficiency for individuals returning to the community 

through the development of constructive skills and the modification of thought processes related to 

criminal behavior. 
 

Program Guidelines: 

Windows to Work is a pre- and post-release program designed to address criminogenic needs that can 

lead to recidivism. 
 

Pre-release Phase: Participants will begin group and individual coursework no less than 60 days or more 

than 12 months from anticipated release from incarceration (varies for jail programs). Classroom training 

is provided in core curriculum content areas, such as Cognitive Intervention, General Work Skills and 

Expectations, Financial Literacy, Community Resources, Job Seeking, Applications and Resumes. 
 

Post-release Phase: In coordination with the Division of Community Corrections (DCC) Agent, 

Windows to Work Coaches assist participants with job search and job retention activities for 

approximately 12 months after release from incarceration. Participants receive assistance in accessing 

available community resources to address needs for food, shelter, clothing, transportation, and other 

services. Windows to Work programs sometimes have limited funds to assist participants in addressing 

barriers to employment such as transportation, education, identification, and work supplies.  
 

Attendance Standards: 

Pre-release Phase: 

 No unexcused absences are permitted. If you miss a group or individual session without a valid 

excuse, you may be terminated from the program. 

 A maximum of two excused absences are permitted. 

 Participants must be punctual for all scheduled groups and meetings.  
 

Post-release Phase: 

 Participants must attend all scheduled appointments. If you are unable to attend a scheduled 

appointment, you must notify your Windows to Work Coach. 

 You must actively search for employment each week (as appropriate) and attend any and all job 

fairs or training opportunities as assigned by your Windows to Work Coach. 

 You must maintain contact with your Windows to Work Coach. If you do not maintain contact, 

your Windows to Work Coach is authorized to take the following steps: 

o After two contact attempts are made to your listed telephone number(s), a letter will be 

sent to your direct mailing address to request communication and contact will be made 

with your assigned DCC Agent. 

o If there is no successful contact, by you directly or via your DCC Agent, a final contact 

letter will be sent to your direct mailing address notifying you that your case will be closed 

if you do not respond. 

o If you do not respond to the final contact letter, your case will be closed and you may 

permanently lose enrollment in the Windows to Work program. 
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Participation Expectations: 

Pre-release Phase: 

 Attend and be punctual for all group and individual meetings. 

 Demonstrate respect for staff and others in the group. No violence or threats of violence. 

 Provide a responsible level of communication: 

o Report your thoughts openly and honestly. 

o Be willing to listen to other points of view. Do not criticize or ridicule others. 

o Provide real and meaningful information for all assignments. 

o Maintain confidentiality.  

 Participate in discussions, role-plays, and other group activities. 

 Complete all homework as assigned. 
 

Post-release Phase: 

 Attend and be punctual for all scheduled appointments. 

 Make every effort to accept the opportunities and supportive services offered as part of the 

Windows to Work program. 
 

Limits of Confidentiality: 

A fundamental requirement of Windows to Work is a participant’s willingness to evaluate thoughts and 

feelings and examine potential barriers to future success. It is important to be open and honest in the 

program, so that the Windows to Work Coach may help with problem-solving and assist participants in 

the transition from incarceration to the community. Your Coach will work with additional program staff, 

institution staff, and/or your DCC Agent to help you succeed during this transition. 
 

Additionally, staff are mandated by law and administrative directive to report: 

 Specific threats of harm to self or others. 

 Specific threats to the security of an institution, such as the introduction of contraband (weapons 

and/or illegal drugs), plans to escape, or plans to cause a disturbance. 

 Information regarding suspicious or unexplained deaths. 

 Information regarding previously unknown homicides, attempted homicides, or 1
st
/2

nd
 degree 

sexual assaults. 
 

Program Completion/Termination: 

Participation in the Windows to Work program begins pre-release and extends approximately 12 months 

post-release. Successful completion is determined through a joint meeting between the participant, DCC 

Agent and Coach when the participant has shown stability in the community and in their employment, 

accomplishing their individual employment goals. A certificate of completion is provided to participants 

upon successful completion. 
 

Reasons for termination other than successful can occur at any time and include: reincarceration, violation 

of supervision, movement out of participating area, failure to meet program requirements, and 

withdrawal. 

 

Participant Signature:    DOC Number:    Date: 

 

 

___________________________  __________________  ___________________ 
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Windows to Work 

Program Curriculum 

 

Section 2: Cognitive Intervention 
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Cognitive Intervention Curriculum  

 

Cognitive-Behavioral Interventions for Offenders Seeking Employment (CBI-EMP) is the 

standardized curriculum identified for use in Windows to Work. CBI-EMP shall be delivered according to 

the manual guidelines. Program providers may only utilize alternative cognitive-behavioral materials for 

this section of the program after receiving written authorization from DOC, dated on or after August 15, 

2016. 

 

The following lessons shall be taught from the CBI-EMP manual as part of the Windows to Work 

Program: 

 

 Module 2 

o Session 5 – Behavior is a Choice 

o Session 6 – Recognizing Risky Situations 

o Session 7 – Changing Risky Thinking 

o Session 8 – Replacing Risky Thinking 

 Module 3 

o Session 12 – Learning Self-Control 

o Session 13 – Using Self-Control 

o ADDITIONAL SESSION – to be determined by facilitator based on group needs 

 Module 4 

o Session 21 – Introduction to Problem-Solving 

o Session 22 – Identifying Your Problem and Goal 

o Session 23 – Brainstorming Options 

o Session 24 – Planning and Trying Your Solution 

 Module 5 

o Session 25 – Developing a Plan 

o Session 26 – Getting to the Source 

o Session 27 – Reinventing My Life 

o Session 28 – Staying on Track 

o Session 29 – Responding to a Roadblock 
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Windows to Work 

Program Curriculum 

 

Section 3: General Work Skills and 

Expectations 
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Windows to Work 

Program Curriculum 

 

Section 4: Financial Literacy 
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Financial Literacy 

 

This program component is designed to provide participants with a basic understanding of ways to better 

manage their finances. A range of topics are discussed, from checking and savings accounts to techniques 

for building good credit. 

 

Depending on available resources, a PowerPoint presentation can be utilized to facilitate each seminar 

(found online). PowerPoint slides can also be printed and disseminated, and facilitator can provide the 

listed brochures, leader’s guide, and worksheets as handouts. During instruction, it is important to 

emphasize that this is not meant to be a form of financial advising, but rather providing basic information 

so that participants have a better understanding of financial resources and options. 

 

Time spent on Financial Literacy materials is expected to last no more than 1-2 sessions. 

 

MoneyWi$e materials can be found online (www.money-wise.org): 

 

Banking Basics (http://www.money-wise.org/modules/module_banking_basics) 

 

Building Good Credit (http://www.money-wise.org/modules/module_rebuilding_good_credit) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.money-wise.org/
http://www.money-wise.org/modules/module_banking_basics
http://www.money-wise.org/modules/module_rebuilding_good_credit
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Windows to Work 

Program Curriculum 

 

Section 5: Community Resources 
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Optional Activities and/or Resource Materials 

 

 Rent Smart (as appropriate): http://fyi.uwex.edu/house/rent-smart/  

 

 Wisconsin Department of Transportation (DOT) Motorists’ Handbook; publication BDS-126: 

http://www.dot.wisconsin.gov/drivers/drivers/apply/handbook.htm 

 

 DOT Wisconsin’s Habitual Traffic Offender (HTO) Law; publication BDS102 (page 157). 

 

 Selective Service – Who Must Register chart (page 159). 

 

 BadgerCare Plus: A Simple Guide to Health Insurance (page 161). 

 

 Wisconsin Department of Children and Families (DCF) Your Guide to Paying Child Support; 

publication DCF-P-DWSC864: 

http://dcf.wisconsin.gov/bcs/pubs/pubs-printing.htm 

 

 All other materials as appropriate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://fyi.uwex.edu/house/rent-smart/
http://www.dot.wisconsin.gov/drivers/drivers/apply/handbook.htm
http://dcf.wisconsin.gov/bcs/pubs/pubs-printing.htm
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Windows to Work 

Program Curriculum 

 

Section 6: Job Seeking, 

Applications, and Resumes 
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Windows to Work 

References Worksheet 

 

Directions: Your list of references should be individuals who can attest to your skills and abilities in a 

work setting. These can be former supervisors or colleagues, or individuals who can 

provide information about your character. After you have identified a list of professional 

references below, you can use this worksheet to develop a typewritten references page that 

will supplement your resume and/or job application. 

 

 

 

1. Name:  ________________________________________________________ 

Position: ________________________________________________________ 

Company: ________________________________________________________ 

Address: ________________________________________________________ 

Address: ________________________________________________________ 

Phone:  ________________________________________________________ 

Email:  ________________________________________________________ 

 

2. Name:  ________________________________________________________ 

Position: ________________________________________________________ 

Company: ________________________________________________________ 

Address: ________________________________________________________ 

Address: ________________________________________________________ 

Phone:  ________________________________________________________ 

Email:  ________________________________________________________ 

 

3. Name:  ________________________________________________________ 

Position: ________________________________________________________ 

Company: ________________________________________________________ 

Address: ________________________________________________________ 

Address: ________________________________________________________ 

Phone:  ________________________________________________________ 

Email:  ________________________________________________________ 
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Windows to Work 

Cover Letter Worksheet 

 

Directions: A cover letter is an introduction to your resume, and should show the prospective employer 

your skills and abilities as they relate to a specific job. The cover letter generally has three 

parts: the opening, the body, and the closing. The opening (2-3 sentences) is used to 

identify the position for which you are applying and how you learned of the job opening. 

The body (3-6 sentences) is designed to explain your education and experience and how 

your skills relate directly to the position. You may also want to show the employer that you 

have done your research by including specific information about how your skills and 

attributes align with the overall mission and vision of the company. The closing (2-3 

sentences) is used to thank the employer and identify how you can best be contacted. You 

can later use this worksheet (on reverse) to develop a typewritten cover letter that will 

supplement your resume and/or job application. 
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Your Mailing Address 

         City, State, Zip Code 

         Telephone Number 

Today’s Date 

 

Name of Individual: ____________________________ 

Official Title:  ____________________________ 

Name of Company: ____________________________ 

Mailing Address: ____________________________ 

City, State, Zip Code: ____________________________ 

 

Dear Mr./Mrs.: ____________________________ 

 

Opening: ______________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Body: ______________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Closing: ______________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Sincerely, 

 

 

 

Your name typed 
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Windows to Work 

Thank You Letter Worksheet 

 

Directions: A thank you letter is designed to reiterate your interest in the position, to summarize why 

you would be a qualified candidate for the job, and to leave a positive impression with the 

interviewer. The thank you letter is a brief note and should be personalized for the 

individual who interviewed you. Additionally, it is an opportunity to show the company 

that you are interested in working for them, even if you were not offered the original job 

for which you interviewed. Only a small percentage of applicants send a thank you letter 

following a job interview. That means that the majority of applicants miss out on this last 

opportunity to impress the interviewer and make sure their name is remembered!  

 

 Thank you letters should be sent out within 24 hours of the interview, but not more than 2 

days, by US Mail, hand-delivery, or email. It can be typed or hand-written, but the 

important thing is to write it! The following is a helpful format when writing a thank you 

letter: 

 

 Paragraph 1 – Express your appreciation for the job interview. Reiterate your interest and 

how you will fit the position. 

 

 Paragraph 2 – Tell the employer again about those skills you possess that the employer is 

looking for. 

 

 Paragraph 3 (optional) – Add strength to what you may have determined was a weak point 

in your interview. OR, use this area to address something(s) you may have forgotten to 

mention at the interview. 

 

 Paragraph 4 (final paragraph) – Thank the addressee for the opportunity he/she has given 

you by allowing you to interview, and for considering you for the position. Indicate what 

you anticipate is the next step (i.e., “I look forward to hearing from you regarding this 

position. I feel I am a perfect fit for it.”). 

 

 You can later use this worksheet to develop a typewritten thank you letter that can be sent 

to an employer following an interview. 
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Your Mailing Address 

         City, State, Zip Code 

         Telephone Number 

Today’s Date 

 

Name of Individual: ____________________________ 

Official Title:  ____________________________ 

Name of Company: ____________________________ 

Mailing Address: ____________________________ 

City, State, Zip Code: ____________________________ 

 

Dear Mr./Mrs.: ____________________________ 

 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Sincerely, 

 

 

 

Your name typed          
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Windows to Work 

Interview Preparation Worksheet 

 

Directions: The interview is your opportunity to show an employer how you are uniquely qualified for 

a particular job. You will have the chance to provide examples of your skills and abilities, 

and to ask questions of the employer. Additionally, the interview provides you with an 

opportunity to clarify (and expand upon) information in your resume and/or job 

application. Interviews can vary greatly, however if you conduct research on the company 

and familiarize yourself with the interview process, you will be prepared for most of the 

questions that might arise. This worksheet is not intended to be a complete list of questions 

you may be asked during an interview, however it is meant to prepare you to answer some 

of the most common interview questions. For further examples of what may be asked 

during an interview, and suggestions about how to answer difficult questions, please refer 

back to your materials. 

  

 

1. How do your education and experiences qualify you for this position? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

2. Give me a specific example of a problem you have encountered while at work and how you dealt 

with it. 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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3. What do you see as your strengths? How about your weaknesses?  

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

4. Why should I hire you for this position? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

5. On your application under the section about past convictions, you indicated we could discuss 

during the interview. Can you please expand upon this? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

6. Do you have any questions for me? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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Windows to Work 

Mock Interview Evaluation Worksheet 

STAFF USE ONLY 

 

Directions: After you conduct a mock interview with a Windows to Work participant, please take a 

few moments to evaluate his/her performance. Try to be as objective as possible, and 

document what went well and what could have gone better, based on your observations. 

Your feedback will help tremendously as this individual prepares to release to the 

community. 

  

 

Participant Name: ____________________________________________ 

 

1. Did he/she seem well-prepared? Which questions was he/she well-prepared for?  

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

2. Which questions did he/she seem unprepared for? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

3. What verbal and/or nonverbal cues did he/she provide before, during, and after the interview? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

4. What is your overall evaluation of his/her interview? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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Windows to Work 

Mock Interview Self-Evaluation Worksheet 

 

Directions: After your mock interview, take the time to evaluate your performance. Try to be as 

objective as possible, and document what went well and what could have gone better. Pay 

careful attention to how you felt and any nonverbal feedback you may have received. 

Honest self-evaluation is critical to improving future outcomes. Interviewing is similar to 

any other endeavor in life: the more you practice, the better you perform! 

  

 

1. How did you feel before the interview? Were you nervous or excited? How could this have been 

better? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

2. Do you think you made a good first impression? If so, why? If not, why? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

3. Which questions were you well-prepared for?  

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

4. Which questions were you unprepared for? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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5. What verbal and/or nonverbal cues did the interviewer provide during (and after) the interview? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

6. What verbal and/or nonverbal cues were you providing during (and after) the interview? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

7. Is there anything you wish you would have said (or did) during the interview, but didn’t? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

8. Is there anything you said (or did) during the interview that you wish you wouldn’t have? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

9. What is your overall evaluation of your performance during the interview? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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Optional Activities and/or Resource Materials 

 

 View and/or attend Equal Employment Opportunity Commission presentation (learning about fair 

hiring practices) 

 

 DWD Resume Writing – A Basic Guide; publication DETJ-9433-P: 

http://www.wisconsinjobcenter.org/publications/ 

 

 DWD Prove It!; publication DETJ-9526-P 

http://www.wisconsinjobcenter.org/publications/ 

 

 DWD Hidden Elements of Interviewing; publication DWSJ-9484-P 

http://www.wisconsinjobcenter.org/publications/ 

 

 FairShake Interview Tips publication 

https://www.fairshake.net/ 

 

 DWD Questions Questions Questions; publication DWSJ-9406-P 

http://www.wisconsinjobcenter.org/publications/ 

 

 Top Ten Interview Questions worksheet/homework (page 281) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.wisconsinjobcenter.org/publications/
http://www.wisconsinjobcenter.org/publications/
http://www.wisconsinjobcenter.org/publications/
https://www.fairshake.net/
http://www.wisconsinjobcenter.org/publications/
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